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We're highlighting a few tips that will help you make the most of

your technology tools during your daily work at the City.

Do you need to take a quick staff survey? Or need a simple way to collect community
opinions? Try using Microsoft Forms! Watch this one-minute video for a quick overview
on how the tool works.
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Make sure you are logged into Office 365 and go to the Forms App.

Under My Forms, select New Form or New Quiz.

Enter a name for your form. You can also enter an optional subtitle for it.

Select Add Question to add a new question to a form or quiz. You can choose to
add Choice, Text, Rating, or Date questions.

For choice questions, enter the text you want to display for the question and each
of the choices.

Select Preview at the top of the design window to see how your form will look on
a computer or mobile device.

After you are done creating the form, then you can share it via a shareable link or
email. Watch this video for a quick overview on how to share a form.

If it seems like you don't have access to the features described in this email or things
aren't working as they should, please submit a TIDSM request.



https://support.office.com/en-us/article/create-a-form-in-microsoft-forms-39a23830-452d-474c-ae1f-47a6ebefa21a?ui=en-US&rs=en-US&ad=US
https://www.office.com/?auth=2&home=1
https://support.office.com/en-us/article/share-a-form-in-microsoft-forms-384371be-f1e7-4628-bcba-abd3d6123917
https://sso.longbeach.gov/adfs/ls/?SAMLRequest=nVLJbtswEP0VgXdtlLKUsAyoNooaSFIhdnvobUyObAIUqXAoJfn7KLLbpIcGaK%2Fk41u5IOgM70U9hKO9x4cBKURPnbEkTjcVG7wVDkiTsNAhiSDFtr69ETzJRO9dcNIZFtVE6IN2duUsDR36LfpRS%2Fx%2Bf1OxYwg9iTSVOjy71jh72CPI4%2FRaJXTCxdY9JtJ1qYWxhwMmyrFoPbnRFl5p30iIXPKbIjm4MQXVUmooZdEX5yXOWSrWgiFk0WZdse3d6kJCK%2BFTwfdK5WXJ%2BWVWXhZKXmN7Ve4LOQGpASI94ttTogE3lgLYUDGe8SzOyji%2F2GW5KAqR8eSaX%2F1kUXNu4bO2StvDx5XtTyASX3e7Jm6%2BbXczwagV%2BrsJ%2Ff9t%2FUBPc1OTDFsu5v3EnMG%2Fn%2FRje%2FBrR7b8Bx%2BL9L3aWbsXr3k268YZLZ%2Bj2hj3uPIIYcoY%2FIDzXB2EvxvKk3w%2B0SpuZ6jADrSplfJIxNLlWffP%2F7t8AQ%3D%3D&RelayState=https%3A%2F%2Fcityoflongbeachprod.service-now.com%2Fsp%2F%3Fid%3Dticket%26table%3Dsc_req_item%26sys_id%3D73af61c1dbcc1c505aac561bdc96195d%26sysparm_view%3Dportal

